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PERSONAL INFORMATION

Name


ARMIE 

C/o-Mobile Number
+971503718643

Address

Dubai, UAE

Email


armie.171854@2freemail.com 

Place of Birth

Philippines

Gender

Female

Visa Status

Residence
[image: image2.jpg]>
accenture

High performance.Delivered.




CAREER OBJECTIVES

· To work in an organization with professional and pleasant people where I can contribute and maximize at the same time my capabilities and knowledge in Administrative functions.  
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WORK HISTORY
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Employment Period

: July 15, 2013 to Present
Employer

: Ali Haji Abdulla Awazi-Gargash LLC (UAE)







   Purchasing and Logistics Department
Job Title

: Procurement / Logistics Clerk
Responsibilities

PURCHASING:
· Processing of Local and Foreign purchase orders per received indents from different offices and showrooms of the company.
· Getting the approval/signature of the General Manager before sending the order to the suppliers
· Following-up and monitoring the status of the orders.
· Updating the stock order book for each supplier to monitor the status and balance of the Stock order.
· Cross check/verifying the payables per invoice and statement of account received from Suppliers and Forwarders (Cost of PO, Courier/Freight Charges)
· Verifying Customs debited report against import consignments.
· Coordinates with Accounts Department for processing of payments.
· Preparing and sending the summary report of Foreign Orders to Insurance Company for the insurance application in a monthly basis.
· Preparing costing sheet of received Foreign Orders for posting/receiving in system. 
· Sending Goods Received Notes control list report to the Finance Manager in a monthly basis.
· Recording data and filing of cleared orders for audit purposes.
· Keeping the files in tidy condition for future references. 
LOGISTICS
· Sending freight inquiries and comparing quotations received from forwarders.
· Giving dispatch instructions to suppliers and to the nominated freight forwarder as well for the transport of import shipments.
· Coordinates with Freight Forwarders for the clearing of Import shipments.
· Ensure that the import’s original shipping documents (requirements for clearing) are received atleast 2 weeks before the shipment’s arrival 
· Responsible for making export shipment’s Commercial Invoice and Packing list.
· Responsible for the application of other required certificates for export shipments such as Certificate of Origin and SASO Certificate.
· Giving dispatch instructions to our forwarder and warehouse personnel for the transport of our export shipments.
· Intimate Insurance Company for any damage/loss in import and export shipment.

Employment Period

: December 01, 2010 to May 09,2013
Employer

: Al Ghurair Printing and Publishing (UAE)







   Purchase, Stores and Logistics Department
Job Title

: Procurement Assistant cum Data Entry Operator
Responsibilities
· Responsible for making Purchase Orders to be submitted to the Procurement Manager for approval 

· Responsible for making Goods Received Note

· Ensure that Purchase Order and Invoices received are matched before making Goods Received Notes

· Ensure that the PO and GRN are signed by the authorized persons (FM, GM and Supervisor) and  arranged accurately before submitting it to Accounts Department

· Submitting Invoices to Accounts Department together with the supporting documents (PO, GRN, Requisition, Comparison sheet, Quotation) in daily basis or before the given deadline 

· Entering necessary data on Material Requisition Voucher Book and prepares Pick list or slip to be given to the assigned person who will issue the material requested 

· Ensure that materials issued are posted in system

· Answering and distributing phone calls to the proper person

· In-charge in making company profile of the new Supplier in system

· Perform general clerical duties (photocopying, faxing, mailing and filing)

· Checking the slips and the requisitions to ensure that the data entered in Material Requisition Voucher Book and in system are tallied and correct

· Filing the requisition slips together with the pick list for auditing purposes

· Handles material movement slips for transferring paper stocks in system

· Provides back-up in generating reports

· Prepares Cost Conversion Sheet for paper reels that are sent for sheeting/slitting

· Keeping in tidy condition all the copy of Import documents for future reference

· Performs other related duties as assigned.

Employment Period

: November 2006 - August 2010
Employer

: ACCENTURE (BPO), PHILIPPINES 







   PROJECT SIGMA - HEALTH AND LIFE INSURANCE
Job Title
: Admin Assistant (Eligibility Consultant)
Responsibilities
· Processes enrollment requests in an accurate and timely manner

· Ensures that set production turnaround times are met

· Research and resolve issues in an enrollment request given the tools provided by the project.

· Communicate and coordinate with the Team Lead and onshore counter-parts to resolve questions and or issues on enrollment transactions

· Provide backup to the team lead in supervising the team when it is called for or in cases of unplanned/planned absences

· Makes decisions within the scope of responsibility within parameters set by supervisor

· Facilitate daily meetings

· Regularly update workbooks of the team on the statuses of assigned transactions.

· Process transactions from other teams to support load balancing and other peak period

· Performs audits on smaller teams

· Participates in providing feedback to the Quality team for improvement suggestions

· Dividing and distributing workload to team members

· Sending confirmation email of received and processed email transactions 

· Sending daily production report to project's Leads and team members


SKILLS
· Currently capable of using SAGE 300 (ERP) – PO, GRN and stock reports

· Familiar in navigating SHUTTLEWORTH; and RUMBA system

· Proficient in Administrative functions

· Organize and maintenance of filing systems.

· Computer Literate (MS Offices)
· Can work independently and has the ability to multitask and meet deadlines

· Can work under pressure
· Keen into details

EDUCATION

TERTIARY
FAR EASTERN UNIVERSITY
MORAYTA, MANILA PHILIPPINES
BS IN APPLIED MATH WITH MAJOR IN INFORMATION TECHNOLOGY
FROM JUNE 2002 TO APRIL 2006
SECONDARY
IMMACULATE HEART OF MARY ACADEMY
PINAMALAYAN, ORIENTAL MINDORO
FROM JUNE 1998 TO APRIL 2002

***All Attested Scholastic Certificate & Character References are Available Upon Request***
